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3Purposes of the Course Instructor Handbook
This Handbook serves as a guide for Service-Learning course instructors, whether they 
are just beginning to explore the field or they are already seasoned practitioners. It will 
help to develop Service-Learning curriculum, as well as provide useful resources. The 
handbook is divided into four parts: 
The basic concepts of Service-Learning and information on the graduation requirement 
at Lingnan University
The guidelines of the four stages of Service-Learning implementation in planning and 
teaching a successful Service-Learning course
The Office of Service-Learning (OSL) at Lingnan University was established in 
2006 to further integrate and develop the concept of Service-Learning (S-L) into 
our liberal arts curriculum among institutions in Hong Kong.
We are always happy to have more people join us to develop Service-Learning at 
Lingnan. We hope that this handbook will foster your involvement, investment 
and leadership in this exciting field!
A list includes different publications that will be useful for teaching, research and 
learning
Supplementary information  
Part 1: INTRODUCTION
Part 2: IMPLEMENTATION
Part 3: FURTHER RESOURCES
Part 4: APPENDIX
4Part 1:
INTRODUCTION
5About Service-Learning at Lingnan1.
What is Service-Learning?
Service-Learning (S-L) is a pedagogy that combines rigorous academic study with 
meaningful community service and reflection. It is a high quality teaching and learning 
strategy that aims to facilitate student learning in terms of students’ academic 
knowledge and personal development. Therefore, S-L serves as a “real-life experiential 
classroom” for students. By utilizing S-L to serve the community, students and course 
instructors are able to embody Lingnan University’s long-standing motto, “Education 
for Service.” 
Service-Learning ≠ Voluntary Services
Participating in voluntary service activities alone without academic elements does not 
qualify as S-L; nor does conducting an academic study without serving the true needs 
of the community.
Figure 1: Lingnan Model of Service-Learning
65 Critical Elements of Meaningful Service
To be effective and respectful in the community, it is important to incorporate the 
following five elements into any community service project identified by Campus 
Outreach Opportunity League (1999)1.
Community Voice
Any community service project should make sure that the voice and needs of the 
community are included in the development of the project(s). The community 
(typically represented by agencies, schools, neighborhood groups, etc.) should 
define what they need done as opposed to participants defining it for them. 
Community voice is essential if we are to build bridges, make changes, and solve 
problems.
Orientation & Training
Information should be provided for volunteers about the community, the issue, and 
the agency or community group they are to work with. This information should be 
what the students need to act effectively and appropriately at their service site.
Meaningful Action
Meaningful action means that the service being done is necessary and valuable 
to the community itself. Meaningful action also makes people feel like what they 
did made a difference in a measurable way and that their time was utilized well. 
Without this, people will not want to continue their service despite the other four 
elements.
Reflection
Immediately after the service experience, participants should discuss reactions, 
personal stories, feelings, and facts about the issues. This may dispel any 
stereotypes about the group served, or address any individual’s alienation from 
service. Reflection should also be used as an opportunity to place the experience 
into a broader context.
Evaluation
Evaluation measures the impact of the participants’ experience and the effectiveness 
of the service in the community. Service participants should evaluate what they 
have learned or have experienced as a result of their work, and agencies should 
evaluate the results of the participants’ contribution of time and effort. Evaluation 
gives direction for improvement, growth and change of future service efforts.
Campus Outreach Opportunity League. (1999). Into the Streets: Organizing Manual. St. Paul: 
Campus Outreach Opportunity League (COOL) Press.
1
Figure 2: Knowledge building, application and transfer through Service-Learning 
by Ma & Chan (2013)2
Knowledge Transfer and Service-Learning
Students address community needs through service, while course content, such as 
lectures, tutorials, readings and discussions, improves the quality of the community 
service experience. Through this synergy, students develop their scholarship, 
citizenship, and concrete skills. The S-L experience enables a lifelong commitment to 
service, research and leadership.
Figure 2 shows the knowledge transfer between the university and the community. 
Self-reflection and critical analysis are used to develop academic and social awareness. 
Students are encouraged to take an active role in their learning and service with the 
facilitation and support from course instructors.
Ma, C. H. K., & Chan, A. C. M. (2013). A Hong Kong university first: Establishing service-learning as 
an academic credit-bearing subject. Gateways: International Journal of Community Research and 
Engagement, 6, 178-198. doi: 10.5130/ijcre.v6i1.3286
2
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8Kolb’s Model: Experiential Learning Model2.
Since S-L is a form of experiential learning, you can refer to the following Experiential 
Learning Model to design a S-L course that facilitates students exposure to the field 
and attains the learning outcomes of Service-Learning and Research Scheme (SLRS). 
Kolb’s model (1984)3 illuminates how students make sense of their experience in 
the community and the classroom, which might help you understand the goals and 
process of students’ learning (Figure 3).
Figure 3: Kolb’s Experiencial Learning Model
Kolb, D. (1984). Experiential Learning as the science of learning and development. Englewood Cliffs, 
NJ: Prentice Hall.
3
 
1. Concrete 
Experience
Implement service 
project during 
practicum
2. Reflective 
Observation
Reflect on 
practicum 
experience
3. Abstract 
Conceptualization
Criticize and revise 
theories learned in 
class
4. Active 
Experimentation
Experiment revised 
theory and 
knowledge
9Service-Learning and Research Scheme (SLRS)3.
Service-Learning and Research Scheme (SLRS), as a structured teaching and learning 
model, has identified seven learning outcome indicators to examine students’ 
development. Integrating these indicators as part of the community-based learning 
experience objectives and design can certainly facilitate students’ learning. Therefore, 
your knowledge of them will play a crucial role in achieving a successful service and 
learning experience. 
These evaluations focus on the effects of Service-Learning participation in domains as 
below: 
Subject-Related Knowledge Being able to identify and apply knowledge related 
to one’s academic subject to authentic situations, 
and seeing the usefulness of that subject 
 
Communication Skills Having the sensitivity and confidence to 
communicate with others, and understanding the 
values of group discussion 
 
Organizational Skills Being able to organize events and others, and feeling 
competent and empowered to lead others when 
necessary 
 
Problem-Solving Skills Being able to identify, frame, and resolve problems 
Research Skills Being able to frame and conduct information 
gathering, and understand the importance of this 
process to knowledge acquisition 
 
Social Competence Having an increased understanding of others and 
oneself, and being able to connect with others who 
are different 
 
Civic Orientation Feeling empathy for others, having personal 
responsibility for social situations, and planning for 
future civic action 
 
 
The community-based learning experience in the SLRS have mainly 
undertaken the following forms:
Types of Engagement in Service-Learning4.
Types Definition Impact on Students SLRS Examples 
Direct  
Service-
Learning 
• Person-to-person, 
face-to-face service 
projects  
• Projects that have 
clear benefits to 
individuals who are 
service recipients 
• Caring for others 
• Personal responsibility 
• Dependability 
• Interpersonal skills 
• Ability to get along with 
others who are 
different 
• Problem-solving, 
Beginning-to-end, big-
picture learning 
• Collecting food at wet 
market for the needy 
• Conducting 
art/music/dance lessons 
and training workshops 
for service targets 
• Creating life reviews for 
hospice patients  
• Promoting values and 
virtue by running booths 
and exhibitions 
Indirect  
Service-
Learning 
• Working on broad 
issues, environmental 
projects, community 
development 
• Projects that have 
clear benefits to the 
community or 
environment, but do 
not involve face-to-
face interaction with 
service recipients 
• Cooperation 
• Teamwork skills 
• Organization 
• Prioritization  
• Project-specific skills  
• Playing different roles 
• Compiling a town history 
• Writing a feature story for 
residents and community 
• Proposing corporate 
social responsibility plan 
or strategic plan for a 
social enterprise 
• Providing translation to 
videos or publication 
Research-
based 
Service-
Learning 
• Gathering and 
presenting 
information on areas 
of interest and need 
• Projects that collect, 
gather, and report on 
information that is to 
the community 
• Knowledge of how to 
learn/get answers/find 
information 
• Construction of 
discriminating 
judgment 
• Organizational skills 
• Knowledge of how to 
assess, evaluate and 
test hypotheses 
• Gathering information 
and creating brochures or 
videos for non-profit or 
government agencies 
• Conducting surveys, 
studies, evaluations, 
experiments, interviews, 
etc. 
Advocacy 
Service-
Learning 
• Educating others 
about topics of public 
interest 
• Projects that aim to 
create awareness and 
action on a particular 
issue that is in the 
public interest 
• Perseverance 
• Understanding rules, 
systems, processes 
• Engaged citizenship 
• Working with adults 
• Planning and 
implementing public 
forums on topics of 
interest in the community 
• Conducting public 
information campaigns 
about topics of 
community interest or 
local needs 
• Working with elected 
officials to draft 
legislation to improve 
communities 
 Berger-Kaye, C. (2004). The complete guide to service learning. Minneapolis, MN: Free Spirit Publishing.
Berger-Kaye, C. (2014). Transforming into an action: service-learning as a teaching strategy. Retrieved from 
http://www.cbkassociates.com/wp-content/uploads/2013/05/Transforming-Words-into-Action.pdf
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How can we response to community needs?
Figure 4: Examples of social issues and community engagement
Social Issue Department Project Outcome 
Social Justice Philosophy Hold exhibition about human right in 
campus  
Increase fellow students’ 
understanding about social justice 
Crime Sociology and 
Social Policy 
Produce a video about anti-crime on 
internet 
Enhance the awareness of online crime 
by sharing the video on the internet 
and to the public  
Population 
Ageing 
Chinese Interview demented elderly and write a life 
storybook 
Save the life memory for demented 
elderly and their families 
Marketing and 
International 
Business 
Age-friendly City Game Booth Organize game booths to arouse public 
awareness towards active ageing. 
Poverty Economics Promote food collection program and 
investigate wet market in Tuen Mun 
Expand the food collection network in 
wet market, and line up a meeting for 
food waste recycling with campus 
canteen and agency 
Discrimination Cultural Studies Conduct English Class for new migrant 
women and children so as to understand 
their needs and discrimination issues 
Understand more about the 
discrimination faced by new migrant 
women 
Education Sociology and 
Social Policy 
Design promotional materials about 
prevention of AIDS and sexual diseases 
Produce a video to promote the  
prevention of AIDS and sexual diseases 
Environmental 
Protection 
Cultural Studies Work for organic farming in campus Farm in campus in organic way regularly 
with harvest 
Culture 
Conservation 
Visual Studies Design an exhibition about Hong Kong 
Maritime history 
Attract visitors to the Maritime 
museum and hope to receive their 
positive feedback 
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Stakeholders in Service-Learning
Course Instructors
Students OSL Coordinator/S-L Teaching Assistants
Service Agency/ Community
5.
Partnership is another distinct feature of S-L. Service activities involve close 
cooperation among all stakeholders. As a result, the course instructors, and the 
agency partners become co-educators that nurture our future leaders.
Animated, effective teaching 
and learning experience
Research, funding and 
publication opportunities
Reputation for committing to 
community development
Attainment of first-hand 
knowledge of community 
issues
S-L is included in Promotion 
and Tenure Guideline*
Active learning, application 
and critical reflection of course 
content
Personal development of 
leadership, interpersonal and 
problem-solving skills
Increased social awareness and 
civic efficacy
Attainment of first-hand 
knowledge of community 
issues
Exploration of career 
development
Personal and professional 
development as a co-educator 
and consultant
Increased public visibility
Reputation for being part of 
the university education
Access of prospective 
employees, volunteers, 
consultants, etc.
Specific products or services 
that students create
Personal and professional 
development as a co-educator 
and peer consultant
Mentorship with assigned 
course instructors
Enhancement of project 
coordination, interpersonal 
and problem-solving skills
Increased leadership and social 
network
Exploration of career 
development
*Refer to the Guidelines for Performance Review and Personnel Actions of Staff 
Members at the ranks of Professor, Associate Professor and Assistant Professor 
(2016)
Outstanding Performance in Teaching
“Fostering innovative teaching techniques, including Service-Learning, use 
of technology, syllabus development, student mentorship and advising, 
and advancing interdisciplinary teaching practices at the University.”
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Service-Learning Teaching Assistant (TA) Program6.
The Service-Learning Teaching Assistant (TA) Program offers students a one-year work 
placement with course instructors and OSL coordinators to support students’ learning 
and Service-Learning project coordination. Roles of TA:
Course instructors are welcome to request a TA to assist in your S-L course. Please 
contact OSL Coordinators for further information. 
Arrange and attend all scheduled trainings and meetings with stakeholders 
Support communication between all stakeholders
Help the students in applying the academic learning knowledge to their project
Facilitate student consultations and reflections
Help create and facilitate reflection activities for S-L experience
Supervise S-L students during S-L experience when possible
Collect students’ feedback and provide recommendations to the course instructor 
on how to enhance students’ S-L experience
Advise students on how to solve and deal with challenges they face during S-L 
experience and report any behavioral and/or team dynamic issues to the course 
instructor
Track students’ attendance and service hours, and regularly update the OSL’s 
student database
Support the course instructor and the OSL with any additional tasks specified in 
the Task and Learning Agreement
-
-
-
-
-
-
-
-
-
-
Scan and read how course 
instructors worked with 
their TAs
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As of the 2016-17 intake, S-L will become a graduation requirement. To fulfill 
the S-L graduation requirement, each student is required to participate in 
at least one course with an S-L experience before graduating. Four types of 
courses with an S-L experience are:
Figure 5: Four types of courses with an S-L experience
Service-Learning as a Graduation Requirement7.
 
(1) Departmental  
S-L courses offered 
by Departments 
(Curriculum-based/Co-
curricular S-L courses)
(2) S-L courses co-
taught by the OSL 
and Departments 
(Problem-
based/Community-based 
S-L courses)
(3) S-L courses 
offered by the OSL
(4) S-L courses 
offered by overseas 
institutions
and approved by either 
the Director of OSL or 
Head of Department for 
BA students or Programme 
Directors for BBA/BSocSc 
students
Course structure within which Service-Learning takes place
- at least 3 credits;
- can last for one to two semester, including the summer semester; and
- at least 30 hours (including S-L experience and training)
Service-Learning Experience 
To address society’s social needs through community engagement and meaningful 
service;
To engage with the community in different forms, including, indirect services, direct 
services, advocacy services or research based initiatives 
To serve the community as a professional and contribute to the common good as a 
responsible citizen;
To attend all the required lectures, tutorials, workshops, briefings, meetings, visits 
and trainings, etc.; and
To facilitate students’ learning and whole person development through the use of 
structured reflection, which analyses students’ service experience in relation to their 
roles and responsibilities as professionals and responsible citizens.
-
 
-
-
-
-
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Measurement of Learning Outcomes
Assessment
Learning outcomes and students’ service performance can be assessed through a 
variety of different methods, including, but not limited to, weekly journals, reflective 
essays, project proposals, reports, presentations, etc. 
Course instructors can use the assessment that best fits their course(s) and the S-L 
experience(s).
Performance and participation
Presentation(s)
Group proposal(s) and report(s)
Self-reflective work(s)
The S-L experience will make up at least 30% of the grade in a course with an S-L 
experience. The components which make up the 30% of the S-L grade are not 
predetermined, and course instructors are free to decide the specific components 
to include and the weight of these components on their own. Possible components 
include:
-
 
-
-
-
-
-
Program development and approval constitute the first major quality 
assurance mechanism. The procedures for approval are as follows (Figure 6):
Application Procedures of a new S-L course8.
Courses with an S-L experience shall be endorsed by the 
Department Board, and, if the courses are for BBA/BSocSc, 
endorsement of the respective Programme and Curriculum 
Committee shall also be sought. 
The Department submits a proposal to the Service-Learning 
Programme Committee (SLPC) to review the effectiveness, 
feasibility and sustainability of each course with an S-L 
experience. 
The AQAC approved courses will be submitted to the Senate 
for noting. 
The endorsed courses with an S-L experience will then be 
submitted by the responsible department to the: 
(a)
(b)
Core Curriculum and General Education Committee 
(CCGEC) and then Academic Quality Assurance Committee 
(AQAC) if the course is to be offered as a course in the Core 
Curriculum; or 
AQAC, directly; 
Figure 6: Application Procedures of a new S-L course
For details, please refer to the Quality Assurance Manual, Chapter Twelve,
Quality Assurance of Service-Learning
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Role: To model, encourage, implement and institutionalize Service-Learning (S-L)
Departmental Service-Learning Coordinators 
OSL Service-Learning Coordinators 
Advice and Support9.
To regularly update the progress of the departmental S-L courses
To review all courses with an S-L element together with the course instructor(s) 
who will be teaching the S-L courses
To encourage participation in S-L initiatives within the department
To participate in the S-L Practitioners’ Circle for the sharing and exchange of 
knowledge To collaborate with S-L Program Committee members from each 
faculty/department 
For the contact information of Departmental Service-Learning Coordinators, 
please scan the QR code below.
The Office of Service-Learning (OSL) is always ready to support your S-L curriculum 
development, including assisting in the project design and evaluation. If you have 
any questions, please feel free to contact:
Prof. Robin SNELL, Director (2616 8326 / robin@ln.edu.hk)
Dr. Carol MA, Associate Director (2616 8059 / carolma@ln.edu.hk)
You may also contact the OSL coordinators for more information related to your own 
faculty.
 
Faculty of Arts: 
Ms. Constance CHAN (2616 8079 / constancechan@ln.edu.hk); 
Ms. Joy LAM (2616 8066 / joylam@ln.edu.hk)
Faculty of Business: 
Ms. Nans LEUNG (2616 8078 / nansleung@ln.edu.hk)
Faculty of Social Sciences: 
Ms. Fanny MAK (2616 8076 / fannymak@ln.edu.hk)
-
-
-
-
-
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Part 2:
IMPLEMENTATION
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Implementation: Four Stages to Service-
Learning 
1.
 
 
Preparation 
Stage
(May-Aug/Nov-Jan)
Orientation 
Stage
(Sept-Oct/Jan-Feb)
Practicum 
Stage
(Sept-Nov/Jan-Apr)
Conclusion 
Stage
(Nov/Apr)
The course instructor meets with the agency 
supervisor and OSL coordinator to set the 
objectives and framework of the project. 
The course 
instructor 
helps training 
students for 
the project, 
clarifies 
expectations 
and 
negotiates 
project 
schedule and 
details with 
students. 
The course instructor hosts students, offers 
advice to project implementation and 
students’ personal and professional learning. 
The course 
instructor 
assesses 
students’ 
performance 
and evaluates 
the project 
outcomes 
with the 
agency 
supervisor and 
OSL 
coordinator.  
 
 
Service-Learning pedagogy includes four stages: Preparation, Orientation, 
Practicum and Conclusion. Here are some initial steps important to the 
development of a successful Service-Learning project (Figure 7):
Figure 7: Four stages to Service-Learning
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Stage 1: Preparation Stage 
Key Events  Community-based learning experience(s) design and 
preparation 
Role of the Course 
Instructor 
1. Propose identified community/organization needs 
2. Meet with the agency partner and OSL coordinator 
(and TA, if any) to design the project  
3. Agree on the terms stated on the Service-Learning 
Project Application Form 
Steps and Points to 
Consider 
 Detailed project design includes: 
 Learning and Service Objectives 
 Theme and scope  
 Students’ roles and responsibilities 
 Expectation of the service/product 
 Timeline (dates of key events) 
 Degree and mode of supervision  
 Criteria for evaluating students’ performance 
 Training design and arrangement  
 Other points to consider: 
 Project timeline and academic calendar 
 Service and training hour requirement  
 Sustainable partnership 
 Communication – preferred way of communicating, 
frequency of meeting, contact information, etc. 
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Service hour requirement of the SLRS
To fulfill the academic quality assurance policy at Lingnan, the Service-Learning 
and Research Scheme (SLRS) has a minimum 30 hours S-L service and training for 
students to ensure adequate experiential learning. This total includes:
Training and orientation specifically provided by the Agency
Preparation meeting for service
Consultation meetings
Actual service hours (direct and indirect service)
-
-
-
-
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Stage 2: Orientation Stage 
Key Events  Briefing session and student enrollment 
 Students’ pre-test questionnaire  
 Training workshop(s) 
 Agency orientation visit 
Roles of Course 
Instructor 
1. Attend the First Class orientation 
2. Organize/ co-organize training workshop(s)  
3. Prepare agency orientation visit 
Steps and Points to 
Consider  
 Contribute to student training for qualities necessary 
for the project 
 Attitude 
 Skills 
 Knowledge 
 Provide students with background information 
 Mission and work of the agency 
 Service target population and related social issues 
 Any behaviors, dress code or confidentiality 
concerns that students should comply with 
 Explain and discuss project details with students 
 Learning and Service Objectives 
 Students’ roles and responsibilities 
 Expectation of the service/product 
 Timeline (dates of key events) 
 Meeting schedule  
 Criteria for evaluating students’ performance 
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Stage 3: Practicum Stage 
Key Events  Service practicum  
 Consultation meetings 
Roles of Course 
Instructor 
1. Review students’ proposal/ work plan and check their 
work progress 
2. Set up regular communication channel 
3. Provide progress review and debriefing  
4. Offer guidance in the consultation meeting(s) 
Steps and Points to 
Consider 
 Offer professional advice to students’ service/product 
plans 
 Support the implementation of service/product 
 Direct students to learning themes embedded in the 
project 
 Evaluate on-site performance with the students 
 Share observations on students with the agency 
supervisor,  OSL coordinator and TA, if any 
 Sign on the Student Attendance Record Sheet to verify 
students’ service hours devoted 
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Reflection
Reflection allows all participants to learn from their experiences, and evaluation 
enhances the quality of future projects. 
The Gibbs’ (1988)4 Reflective Cycle demonstrates how reflection might work best 
before, during and after the service experience (Figure 8).
 
Description
What happened?
Feelings
What were you 
thinking and 
feeling?
Evaluation
What was good and 
bad about the 
experience?
Analysis
What sense could 
you make of the 
situation?
Conclusion
What else could you 
have done?
Action Plan
If it arose again what 
would you do?
Figure 8: Reflective Cycle (Gibbs, 1988)
Gibbs, G. (1988). Learning by Doing: A guide to teaching and learning methods. Oxford: Further 
Education Unit, Oxford Polytechnic.
4
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Guiding Questions for Students’ Reflection and Evaluation
There are many questions that can be asked during reflection, depending on your 
interests and priorities. Your questions can encourage students to examine different 
aspects of:
The Service-Learning experience:
Some sample reflective questions:
Level of focus: individual, group, the community
Chronology: what happened, how will this affect your future actions?
Facts and opinions: what happened, how does it make you feel?
Type of knowledge learned: subject knowledge, self-understanding, concrete skills 
Positives and negatives: what did I like, what did I not like?
What are my personal and professional goals for doing Service-Learning? 
Was I able to achieve these goals?
How well did I work with the other stakeholders in the group? 
Were the stakeholders’ needs/expectations met? 
What are the connections between the subject-related knowledge and the service 
project?
What were the most/least successful parts of this experience?  
What have I learned about my peers, my community and my academic field?
If I participated in another Service-Learning course, what would I do differently?
Did I apply my knowledge and do my own research on my Service-Learning experience?
-
-
-
-
-
-
-
-
-
-
-
-
-
-
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Follow-Up and Sustainability of the Partnership
We encourage all stakeholders to continue their involvement in Service-Learning after 
the project ends. In addition to teaching a course with Service-Learning element again, 
you can also keep in touch with the agency partner and your students, talk to peers 
about your Service-Learning experience, as well as attend OSL training and networking 
events if interested.
Stage 4 Conclusion Stage 
Key Events  In-class presentation / report-back celebration  
 Evaluation measures and meetings 
 Planning for future cooperation 
Roles of Course 
Instructor 
1. Arrange In-class presentation/ report-back celebration 
2. Assess students’ performance and project effectiveness 
3. Meet with the agency supervisor and the OSL 
coordinator to review the partnership 
Steps and Points to 
Consider  
 Give feedback on students’ performance and provide 
suggestions for their future improvement 
 Share your observations and suggestions with the 
agency supervisor, OSL coordinator and TA (if any) 
 Meet with the Agency Supervisor and OSL coordinator 
to review the partnership and plan for future 
cooperation  
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Part 3: FURTHER 
RESOURCES
28
Journal of Education for 
Business
Features basic and applied 
research-based articles 
in accounting, business 
leadership, communications, 
economics, finance, hotel and 
institutional management, 
human resources, information 
systems, marketing, 
organizational behavior, and 
other business disciplines, 
trends, and professional 
information.
Quarterly Journal of Chinese 
Studies
Publishes articles and reviews 
on a full gamut of Chinese 
studies which include but are 
not limited to Chinese language 
education, Chinese linguistics, 
Chinese culture, Chinese 
literature, Chinese arts, Chinese 
history, Chinese society, Chinese 
politics and economy.
College of English
Publishes articles about 
literature, rhetoric-composition, 
critical theory, creative 
writing theory and pedagogy, 
linguistics, literacy, reading 
theory, pedagogy, and 
professional issues related to 
the teaching of English.
Teaching Philosophy
A journal devoted exclusively 
to the practical and theoretical 
discussion of teaching and 
learning philosophy, addressing 
any subject area in philosophy, 
or applying current scholarship 
on teaching and learning to the 
study of philosophy.
Bu
si
ne
ss
Ch
in
es
e
En
gl
is
h
Ph
ilo
so
ph
y
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Journal of Public Affairs
It has collected expert 
knowledge on a wide range 
of relevant themes including: 
government relations and 
lobbying, issues management, 
community relations, corporate 
social responsibility and 
political strategy and marketing.
American Psychologist
The journal contains archival 
documents and articles 
covering current issues in 
psychology, the science and 
practice of psychology, and 
psychology’s contribution to 
public policy.
Translation Studies
Aims to extend the 
methodologies, areas of 
interest and conceptual 
frameworks inside the 
discipline, while testing the 
traditional boundaries of the 
notion of “translation” and 
offering a forum for debate 
focusing on historical, social, 
institutional and cultural facets 
of translation.
Theory and Research in Social 
Education
This journal fosters the 
creation and exchange of ideas 
and research findings that 
will expand knowledge and 
understanding of the purposes, 
conditions, and effects of 
schooling and education about 
society and social relations.
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Teaching Sociology
Articles range from 
experimental studies of 
teaching and learning to 
broad, synthetic essays on 
pedagogically important issues.
Journal for Learning through 
the Arts: A Research Journal on 
Arts Integration in Schools and 
Communities
A peer-reviewed journal 
focused on disseminating 
current theory, research, 
practice, and thinking on arts 
integration in schools and 
communities.
Service-Learning and Research 
Scheme: The Lingnan Model
An overview of the SLRS 
program, including structure 
research, implementation, and 
evaluation.
New Horizons in Education
The first journal to highlight 
Service-Learning theories, 
issues, practice, and 
experiences in the Asia-Pacific 
Region. 
OSL Faculty Newsletter
Provides useful tips on Service-
Learning, ways to get started in 
Service-Learning, opportunities 
for course instructors to receive 
aid or assistance with their 
Service-Learning projects.
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Appendix 1: Course Instructor Checklist
Time  Action Items 
Getting Started! 
When Service-
Learning (S-L) 
interests you 
Are you going to incorporate Service-Learning (S-L) into your course(s)?  
 YES!!!!! I would love to.  
 Inform Registry and Department about your decision to confirm the S-
L course(s) 
 Confirm that the S-L course meets Program Committee and AQAC 
requirements 
Preparation Stage 
May (Semester 1) / 
Oct (Semester 2)  
 Contact the OSL to discuss the course and project arrangement   
 Revise course syllabus, evaluation tools and assessment criteria 
 Decide S-L project theme(s) and possible partnership(s) 
Jul (Semester 1) /   
Nov (Semester 2)  
 Decide whether S-L will be a compulsory approach or an optional 
approach for students in class, and indicate the expected number of 
students joining S-L 
 Meet with the OSL and agency partner(s) for initial discussion 
 Define learning objectives and expected service outcomes 
 Design project scope and schedule 
 Clarify roles, responsibilities and division of labor among 
stakeholders (Course Instructor, Agency Partner(s), Students, OSL 
Coordinator, Teaching Assistant, etc.)  
 Apply for Service-Learning Mini Grants (Optional) 
 Apply for a Teaching Assistant (Optional)  
Aug (Semester 1) /  
Jan (Semester 2) 
 Prepare Information Sheet(s) about the project details (project  
objectives, date of Agency Orientation/ Training/ Practicum/ 
Consultation Meetings, expected products or outcomes, etc.) with the 
OSL Coordinator, (Teaching Assistant, if any) and agency partner(s)  
 Design the content and flow of First Class Orientation with the OSL 
coordinator, (TA, if any) and agency partner(s) 
 Create 5-6 questions to include in the pre- and post-test questionnaires 
that assess subject-related knowledge and send to OSL coordinator 
 Design essay topic(s) / make-up arrangement(s) for absentees from 
trainings 
 Meet with other Course Instructors in the same department who are 
also engaged in service-learning to create synergy  
 Time  Action Items 
Orientation Stage 
Sep – Oct (Semester 
1) / 
Jan – Feb 
(Semester2 ) 
 Introduce S-L and S-L projects at the First Class Orientation 
 Facilitate student enrollment and grouping 
 Co-organize Training with the OSL coordinator, (TA, if any) and agency 
partner(s) 
 Join the Agency Orientation 
Practicum Stage 
Oct – Nov 
(Semester1)/  
Mar – Apr  
(Semester 2)  
 Regularly monitor students’ performance and project progress with the 
OSL coordinator, (TA, if any) and agency partner(s) 
 Arrange Consultation Meetings (at least two times as recommended) 
with students and  agency partner(s) (if available) to facilitate 
knowledge application and reflection on students’ learning progress  
 Attend practicum and observe students’ performance 
Evaluation Stage  
Dec (Semester 1)/ 
May (Semester 2) 
 Invite the agency partner(s) to the In-Class Presentation/ Report-Back 
Celebration 
 Meet with the OSL coordinator, (TA, if any) and agency partner(s) to 
evaluate the program and plan for future cooperation  
 Fill in the Course Instructor Summative Questionnaire  
 Encourage students to join Focus Group interview (if any) 
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Appendix 2: Key Terms
Here are some key terms that are used in the Course Instructor Handbook:
Service-Learning: pedagogy enabling students to participate in service projects 
that meet the course learning objectives and address community needs 
simultaneously.
Service-Learning Project: the Service-Learning component of a course 
curriculum, as designed by the Course Instructors, Agency Supervisor, and 
Office of Service-Learning (OSL) Coordinator.
Service Practicum: the service work that students do as part of the Service-
Learning project; the practical application of their learning.
Report-Back Celebration: At the end of the term, students have a chance to 
share their learning and service experiences with those who were involved in 
the Service Practicum.
First Class Orientation: A briefing session on the S-L project will be held in the 
first or second week of class. Students will then enroll into different projects 
based on their interests. 
Service-Learning and Research Scheme (SLRS): a structured teaching and 
learning model.
Agency Orientation: Provides students with a better understanding of 
the agency partners’ guiding principles, particulars of the community and 
expectation of the service project. 
Stakeholders: the people, groups and organizations that collaborate on the 
Service-Learning project, including:
Course instructor(s)
Students
Agency supervisor
Service target (represented by the agency partner)
OSL coordinator 
S-L Teaching Assistant
•
•
•
•
•
•
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All special cases should be reported to the department and the Office of Service-
Learning (OSL) should be informed and recorded. Depending on the situation, the 
department will report the cases to Student Services Centre (SSC) and / or Office of 
Global Education (OGE) for further follow-up and assistance. 
Should a student possess illness or special health condition that affects his/her 
attendance or service provision, the course instructor should assess this student’s 
abilities, and help him/her choose a suitable project. The course instructor could 
also advise the group to accommodate the needs of the student. If the special 
health condition of the student appears after the project starts, the course 
instructor should advise the students to seek medical consultation.
I.    Students’ unfavorable health condition
II.   Disease Outbreak
III.  Illness / Injury / Accident
IV.  Crime Case
V.   Unsatisfactory Performance / Misbehavior of Students
If student encounters illness / injury / accidents during the time of service provision, 
he / she should be sent to the hospital / clinic for medical treatment until the 
condition is allowed for discharge. The accident case should also be reported to the 
department and the university for follow-ups, including informing student’s family. 
Obtain the clinic original document showing the name of the patients, diagnosis, 
amount of the payment, date of consultation and the description of each service 
rendered for recording and / or proceed necessary insurance claim. 
In the case of a disease outbreak in the agency centre or the community, the course 
instructor and the OSL coordinator should evaluate the potential risks according to 
the actual condition and advice from the Department of Health. Service suspension 
should be considered if the circumstance places students at risk. If the outbreak 
persists and affects the service and teaching process, the course instructor can 
assign alternative tasks or assignments that relate to the service project. 
If any suspected crime case happens during the time of the service practicum, 
whether student(s) is the accused or victim(s), the cases should be reported to 
Police. Course instructors should follow-up on the case with the department, and 
determine if the student should continue the service practicum. 
Insufficient class/service attendance, unsatisfactory service performance and/or 
misbehavior reported by the agency supervisors and/or observed by the course 
instructor or the OSL coordinator should be communicated with relevant parties. 
If the unsatisfactory performance persists, the course instructor has the right 
to determine if the student can continue or pass the service project / course 
requirement. 
Appendix 3: Emergency Handling Guideline
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Appendix 4: Suggested Criteria for a Course with 
Service-Learning Experience
The offering of courses with Service-Learning (S-L) experience should fulfil the 
following criteria in terms of learning outcomes:
Just as with non S-L, the S-L components should be assessed with reference 
to the intended learning outcomes of the course. Possible assessment tasks 
for students include:
The course bears 3 credits or more ;
The course duration  is one to two terms or the Summer term; and
There will be at least 30 hours of S-L experience, including mandatory 
training workshops, briefings, visits, review & planning meetings, etc.
The S-L experience will make up at least 30% of the course grade
S-L seeks to empower students to engage with the community and to 
provide meaningful services by drawing on the course curriculum.
Meaningful services provided by students may take various forms: 
indirect, direct, advocacy-based, and/or research based service.
S-L aims to help students discover how they can serve the community and 
contribute to the common good both as professionals and as responsible 
citizens.
S-L seeks both to enhance students’ mastery of the course curriculum 
and to develop student’ civic attributes through guided action and 
structured reflection.
Students receive careful guidance from course instructors and OSL in 
planning their services and in reflecting on their service experiences.
The S-L component should be designed to contribute substantially to the 
intended learning outcomes of the course. 
Students’ attainment of intended learning outcomes and the quality of 
their service may be assessed through a variety of different methods, 
including, but not limited to, project proposals, weekly journals, reflective 
essays, project reports, oral presentations, etc. 
Course instructors are encouraged to develop and adopt assessment 
tasks that best match their course(s) and the S-L experience(s).
Producing artefacts or other resources for service recipients that 
demonstrate the attainment of course learning outcomes
Making oral presentation(s) about services provided that demonstrate 
the attainment of course learning outcomes 
Writing project proposal(s) and project report(s) that address community 
needs while also demonstrating applications of the course curriculum 
Self-reflective work that demonstrates both service orientation and 
applications of the course curriculum.
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
I.    Course structure within which Service-Learning takes place
II.   Service-Learning Purposes and Processes
III.  Measurement of Learning Outcomes
IV.  Assessment for Grades
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Appendix 5: Suggested Assessment Plan
I.  Definition of Service-Learning Goals
By completing the Service-Learning graduation requirement, Lingnan students 
will:
Discover how to apply and extend what is learned in the classroom while 
addressing the needs and issues of the community agency that hosts the 
Service-Learning experience;
Analyze their own beliefs, values, assumptions and identities while learning 
about the beliefs, voices and values of others;
Demonstrate an understanding of the extent to which all individuals share the 
need to be ethically engaged in furthering the welfare of their communities;
Demonstrate the ability to properly identify the demographic characteristics, 
socio-cultural dynamics, needs and strengths of a group or community;
Reflect on the personal and academic impact of their experiences with a 
community or agency;
Demonstrate learning from multiple sources of knowledge and an appreciation 
for the reciprocity between scholarly knowledge and community action;
Think critically and act compassionately as they promote social justice.
1.
2.
3.
4.
5.
6.
7.
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II.  Course Assessment Matrix 
The matrix below is an effort to summarize the relationship between program 
components (curriculum, courses) and curriculum goals.
(1) (2) (3) (4) 
Service-Learning Curriculum Goals Measurement 
of Evidence 
Summary 
Results 
Assessment 
Informed 
Improvements 
1. Discover how to apply and extend 
what is learned in the classroom 
while addressing the needs and 
issues of the community agency that 
hosts the Service-Learning 
experience; 
   
2. Analyze their own beliefs, values, 
assumptions and identities while 
learning about the beliefs, voices and 
values of others; 
   
3. Demonstrate an understanding of 
the extent to which all individuals 
share the need to be ethically 
engaged in furthering the welfare of 
their communities; 
   
4. Demonstrate the ability to properly 
identify the demographic 
characteristics, socio-cultural 
dynamics, needs and strengths of a 
group or community; 
   
5. Reflect on the personal and academic 
impact of their experiences with a 
community or agency; 
   
6. Demonstrate learning from multiple 
sources of knowledge and an 
appreciation for the reciprocity 
between scholarly knowledge and 
community action; 
   
7. Think critically and act 
compassionately as they promote 
social justice. 
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